s

25X1A

Approved For Release 2002/02/11 : CIA-R 8-03985A000400010042-7

Security/ Informetio

17 Pebrwry 1953

FOREWORD

Regulation ll"cIA Procurement and Supply Manual" established
the procurement and supply policies 6f the Agency. This manual
is published for information, guidanece and compliance of all
concerned. Policies on Reel Estate and Counstruction, and Tranas-
portation will be included st & later date.

FOR THE DIRECTOR (F CENTRAL INTELLIGENCE:

WALTER REID WOLF
Deputy Director
{Administration)

Security ormation
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Ao The purpose of this mmml.ts to eatablish Agenoy policy for the
vrocurement, - distritution, accounting fo;r_, oontrol, issuance and

: disposa;otncmmtaﬁalo

B, Except as otherwise stated herein, the policies prescribed in this
directive become effective upon:publication, Senior Representatives
are authoriszed to deviate from these policies to the extent dictated
ty sesurity requirements; otherwise, no deviations or exceptions will
be permitted except by the specific authority of the Deputy Director
(Administration), Within the limitations. imposed by security con~
sideration proprietary accounts will be operated under the policies
expreased in this manual, » ' '

4, So far as practicable, all policy matters concerning procurement
and supply which are more or less permanent in application and which
are issued by authority of the Deputy Director (Administration) will
bg contained within this manual, . T '

B, Polioy expressed in this manunl will supercede adl exigting con-
flicting directives, -

C,. Subsequent changes in Agency policy amd direction reflested by
Administrative issuances will be refleated by changes, additions, or
delstions, to this manual, ' , o

Ao -Agengy activities will submit proposed amendments or revisions
through channels to the Chief, Logistics Office, Proposed amendments
or revisions will be reviewed and, where publication is deemed ap-
propriate, transmitted to the Deputy Director (Administration) for
review and subsequent publlication, If revision or amendment is cone-
sidered inadvisable, originating component will be advised of reason
therefor, o

A, The CIA Procurement and Supply Manual ie published in four parts.
(1) Part I - General
(2) Part II - Planning
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B, Each Part will be divided into Sections corresponding to thosas
referenced in the Part outline;, and Ssctions will be in numerical page

sequence,

C, A1l revised pages will be identified by the mamual title and regula-
tion mmber, Pert mmber, Section, und date of publication,

D. In order that changes may be identified more specifically, a bracket
will precede and follow each new or révised portion of all revised

pages furnished with the change.

(1) A double bracket ‘will indicate that portion which has
been deleted. When changes are too mmerous to identify indivi-
dual changes within a paragraph, a bracket .will precede and follow
the entlre paragraph, _

(2) If a bracket follows a paragraph number, it indicates that
the body of the paragraph has been changed. If it precedes a
paragraph number, it indicates that a paragraph has been added.

(3) When the pages are again revised, previous brackets will be
dropped and new ones indicating new changes will De inserted,

SECURITY INFORMATION
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PART I = GENERAL, SECTION A — MISSION OF THE LOGISTICS OFFICE

I. MISSION

The Chief of Logleties 4is responsible for the procurement, distrdbution,
avnd accountabdlity of all equipment and supplies; for transportation of :
personnel, equipment, and supplies; for meeting real sstate and comstruction
nseds; and for the coordination and compilation of foresasts of requirements

for Agency logistiocal support,

Iesh
.

SECREY
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PART I = GENERAL, SECTION B ~ FUNCTIONS OF THE LOGISTICS OFFICE

I, EWNGIION

The Chief of logistics shalls

A, Develop, reconmend, and implement programs, policies, and proce-
dures for the logistical support of all CIA activities,

B. Procure or provide technioal guidance ss necessary for the Procureé-:
ment of services, materials and supplies deternined necessary for .
aotivities, directly or by ocontract, fram commercial, litary, and ‘-
other Governmeat soirces. o .

 C. Kegotiate with officials of other Govermment orgainzations BEre0s

ments to imsure that CIA logistical requirements are met on a timely

‘basis, )

D. Provide necessary coordination to compile requirements for equip-
ment and supplies essentlal for Agency operations, including develop~
ment, of su;ply progrums, stock lavels, production capacity requirements,
and controlled materials program requirements. ‘ :

E, Provide and technieal pguidance for overseas
facilities, for the rece s inspecting, warehousing, packing, iseu.
ing; and disposing of all supplies and equipment,

F- Prwidqﬂ the transportation of perscnnel, equipment, property, and.
mpplios bty common carrier or othervise, .

G,  Provide for the design and construction of fucilities for office
space, warehoueing, living quarters, and utilities such as powss in=-
stallations, sewer and water systems, heating, air conditioning and

‘rsfrigeration, and communications and menitoring facilities throughout

CIA; and acquire real estate, improved or unimproved, bty purchase or
othmisee , .

H, In collaboration with operating offices conce:med. provide',foi'
gselection, assigrment, indoctiination, training, and rotation of
1og:.stics personnel for whom technical guidance is required.

I. Assume, on behalf of the Direetnr of Central Intelligence, accountas

bility of and ibility £ supplies dpment, and real
estdate; ° Davo].g; sapgl 9implemtgnt c:oAgg;:gons and -% p;rat:gn:ng

- %0 an integrated Agengy-stock accounting system,

Jo Coordinate all phases of 1ogiét1ca1 support and assist as required
in the preparation of logistical annexes for operational plans,

I«B
P

Approved For Release 2002/0 A-RDP78-03985A000400010042-7

. SECURT RMATION



25X1A

- Approved For Release 2002/02/ -RDP78-03985A000400010042-7

- Security Information

PAR? I - GENERAL, SECTION C - AGENCY SUPPLY SYSTEM

1. COMPOSITION OF THE SUFFLY SYSTEM

The Agency supply system exbraces all elements of the Aganey concerned
vith the procuremsnt, storage and issue of Government property, including _

.subsidy and proprietary sctivities. This system includes the Logistics

Office at Agency Hesdquarters, Depot and funcitonal elements within the
opersting units, - I ~

2. GERERAL DEFOTS

Mo jor [N 51y establishments of the Agency, Genersl
Depots are under the direction and supervision of the Deputy Director {(Ad-
ministration). through the Chief, logistics Office. Gensral Depots may -
serve as ares spupply centers for any or all classes of material, an area
repair canter, s procurement center, a manufecturing center or any com-
bination of the foregoing. ‘

‘3. SPECIALIZED DEPODS

Spacielized Depots are under the direction
and supervision of the Deputy Direeto stration) t the Chief,
logistice Office. Specielized depots furnish only specific classes of
supplies or serve specifically designated activities.

4. PIELD DEPOTS

Field Depots are under the direction and supervision of Senior Represen-
tatives, and are furnished technical guidance and assistance dby the Deputy
Director (Administration) through the Chief, Logistice Office. Field Depots
are oversess establishments and serve the purpose of Qeneral Depots or
Specialized Depots, or both, and may act as the central stock control center

" for an area.

5. STATIONS

A. An Ageney Field Station is an operaticnal facility in the field under
the direction of a Senior Representative and will normelly receive its supply
support by locel procuremsnt (commercial or military), within the scope of
Agency Regulations, or from the nearest Field Depot, or in the absence of
Field Depets, from General Depots. Should certain Stations be so small as
to preclude the assignment of a supply officer or, if considered feasidhle for
other reasous by Senior Representatives, small Stations mey be satellited
upon other stations for supply support. Technical guidance and assistance
are furnished Station by Deputy Director (Administration) through the Chief,
Iegistics Office,

tion
DP78-03985A000400010042-7

Approved For Release 2002/02/11 : Cl

25X1A



25X1A Approved For Release 2002/02/11 : CIA-RDP78-03985A000400010042-7

Approved For Release 2002/02/11 : CIA-RDP78-03985A000400010042-7



: SEGH ‘
Approved For Release 28D/ %@3985A000400010042-7

PART I = GENERAL, SECTIOR D = BONDING OF PERSONNEL

1., RERVIRDENIS

- The Chief, Logistiecs Office, may Tequire onnel en in procurs-
ment and supply aotivities to give bond with moientm forptho
faithful performance of their duties on an individual busis, These duties
my include appointment as Accountable Officers for public property, or
being intrusted with the duty of disbursing or handling of publie funds,

2.

Payment of premiums or cost of surety bonds will be made by the Ags
Comptroller or his designee, as authorized, in accordunce with ol
110, &1st Congress, Section 10 (a). ’ " * Mo e

1-p
. * 1 - .
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PART III - SUPPLY

General
Accountability end Responsibility
Stock Catalog

Stock Levels

Requisitioning

Distribution and Transfer of rropeny |
Audit and Inventory |
Issue and Use of Government Property
Material Disposition

Boards of Survey

Reports
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'PART ITI ~ SUPPLY, SECTION A - GENERAL

1. FUBPOSK

Part IIT presoribes Agency supply poli A supply procedures manual
based on policies stated herein, will be pg]..iahedo That memual will son.
taln detailed procedures for supply operations, Agenoy wide,

29 )
RS - 25X1A .
The policy mamual will presoribe the of forns to be used, Th "
prosedures manual will contain gamvle forms. Elemants he >

25X1C

Approved For Release 2002/0 ?dA-RDP78-0398




-

Approved For Release 208 CIAMRBEFE08985A000400010042-7

PART III - SUPPLY, SECTION B .
PUBLIC PROPERTY ACCOUNTING - ACCOUNTABILITY AND RESPORSIBILITY

1. pEFINTFIONS

A. ABOOUNTABILITY

The obligation of sn individual officially designated to maintein
a formel record of Government property on e prescribed stock record
mmw systenm, vhich 13 sudbject to audit by officially designated
8. .

An individual designated to maintain sccountability and charged
Vﬁ-htpeeunmy responsibility for the proper discharge of his responsi-
bilities. : :

C. RESPONSIBILITY

1) Supervisory Responsibility -

The obligation of an individual for the proper custody, care
and safekeeping of Govermment property under his supervision.

(2) Indtvidual Responsibility

The obligation of an individual to vhom property has been
intrusted and who, by virtue of personal possession, is speci-
fically charged with its care and safekeeping.

D. DISPOSITION

The issue, transfer, sale, salvage or other authorized action of
saccountable officer in relinquishing possession and control of Govern-
ment property.

E. PROPERTY CLASSIPICATION

(1) Real Property - Land and interests therein, leaseholds, build-
ings and improvements, and appurtenances thereto. It includes
Plers, docks, warehouses, rights-of-way, and other easements, vhether
tamporary or permanent, underground conduits and assoclated manholds,
utilities systems and parts thereof, and all other improvemsnts
permanently attached and ordinarily considered real estate. It
does not include machinery, equipment, fixed signal commmication
systems, etc., vhich may be severed or removed from duildings with-
out destroying the usefulness of the structures.

IIT -

-1
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(2) ZIpstalled proverty =~ Movable things, such as equipment, &p-
paraius, appliances, fixtures, machinery, etc., which have been
fixed in place or attached to real property, but whioch may be
gsevered or removed from buildings without damaging or destroying
the usefulness of such buildings or structures. .

(3) Parsousl proverty - 211 rew muterials, commodities, many-
foctured articles, transportation units, and unit assemblages; and
units of equipment procured, stored, or issued, which have not

become real property and which have not been instulled so as to

bscome an integral part of a building or structure., Personal property
is hereinafter referred to as proparty, material, supplies or items,

(4) Expendable property « Supplies which are consumed or loses
identity in use, Also inoluded are those items such as spare and
repair parts which are used to repeir or complete other articles,
and thereby lose their separate identity, and material used in
manufacturing and for testing (not including testing devices) and
experimsntal purposes., Supplies will not be considered as expend-
abls unless specifically authorised by the Agemcy Catalog,

(5) Wﬂm «~ Supplies whichare not consumed and
which ordinarily retains its separate and original identity during
the period of use, 1.e., vehicles, machines, tools, instruments,

Otc«;

F, STOCK RECORDS

A formal record maintoined by an accountabis officer on prescribed
forms in the prescribed manner, showing by item ull transactions affecte
ing the status of Govermment property, and supported by files of doocus
ments (Vouchers) used in such transactions, .

G, VOUCHERS

Documents used in transactions affecting accountability, Issue
Slips, Shipping Documents, Receiving Reports, are examples of documents
which becoms Veuchers, '

2, ACCOUNTABLE OFFICER

An accountable officer will be designated at depots and stutions for
the purpose of assuming accountability for ageney supplies in storage or
in use or in possession of others to vhom it has been entrusted for use
or custody. The accountable officer will assume accountability from time
of receipt until relieved by an action listed in paragraph 8 below. The
accountable officer will also assums accountability for public property
found abandoned or recovered from unouthorized users.

3. DESIGNA OF A 5 OFFX(

A. The Chief, loa'istiéa Offica, will depignate accountalle officer(s)
for Headgquarters, ,

Approved For Release ZOOZIOH‘FQ':'_QRA-RDPR-MS
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B. Station Chiefs will designate accountable officers for Stations
under their Jurisdietion.

C. Chiefs of Depots will designate accountabls officers for Depots
under their jurisdietion.

D. When it is necessary for Station Chiefs or Depot Chiefs to be
acoountable officer's, they will be s0 designated by their immediate

supervisors. -

E. When, because of limited size or scope of operations or other con-
siderations, Senior Representatives 4o not comsider the meintaining of
accountability at certain Stations feasible, sccountable officer will
not be designated. In such cases, other stations or depots will be
required to maintain accountability for stations not having accountabdle
officers and will furnish supply support to those stations s except as
speeified in G, below. . '

F. When, because of limited size or scope of operation or other
considerations, it is not considered feasible to meintain accountability

, » accountable officers wiil not be designated. In
such cases, other stations or dspots will be required to maintain
accountability for stations not having accountable officers, as deter-
mined by the Chief, Logistics Office.

G. When any activities, I overseas;, cannot establish account-
ability because of limited size or scope of operations, and such
activities 40 not bave reasonable access to stations or depots main-
taining accountability because of distances involved, lack of communi -
cations or security considerations, the Logisties Office will be informed
of the circumstances involved, The Logistics Office will maintein
accountability for activities in this oategory and will furnish direct
sSupply support as required. .

H. One sccountable officer will be eppointed for each activity main-
taining accountability except when a depot and s station are operated
in the same physical area, one individual may serve as accountable
officer for both aptivities. - -

I. When an accountable officer is unavoidably detained for duty whieh
temporarily separates him from the property for vhich he is accountable,
a temporary sccountable officer will bde designated to act in the name
of the accountable officer. If the absence extends beyond 90 days, the
incunmbent aceountable officer will be relieved from sccountability and
& new accountable officer will be designated.

J. Accountable officers vill be under the immediate supervision of
their designators.

Securt

. ormation
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K. When accountadble officers are Sppointed, the Ohier, Logistios

Office, will be informed by the appointing authority who will fur-

nish name, greds, title, organisstional componsnt and mailing sddress
socgountable offi.

triplicate by acoountables officers and furwarded to the Logistiss Off'ice,
Hendquarters. Benior Repressntatives vill also be furaished the
Toregoing information for activities under their Jurisdiction.

b, ACCOUNT NMBERS

Property scoourts established by sccounteble officers vill be identified
by account nunbers for respestive station published by the Comptroller in
Standard Table of Allotment Acecunts.

5. PROPIRTY OF LEASE

Accountable officers shall meintain & separate record of all property
under lease, regardless of source. ‘

6. PROPERTY ON LOAN

Accountable officers shall meintain s upu-até Feocord of all property
vhich has been loaned to the Agency by individuals, groups, other branches
of the United Stetes Government or foreign governments. ;

7. CHANGE OF ACCOUNTABLE OFPICERS
A. When relieved of accountsbility, sccountsble officers will turn

over to successors sll property for which they are accountable, inelud-
ing the records, forms, files » Teceipts, and equipment within their

sphores of accountability.

B. Under ordinary eiroumstences, sccountable officers » VWien turning
over accountability to a successor, will be relieved of sccountability
upon the execution of a certificate stating that ss of a specified date
atd a specified voucher nugber the account is trus and correct to the
best of his knovledge and belief. If daficiencies are subsequently
discovered within the realm of responsidility of the foarmer accountable
officery, the incusbent socountable officer will resolve the deficiencies
to the extent possible. Deficiencies which ecannot be resolved by the
incumbent acoountable officer will be referred to the former account-
able officer for correction. Accountable officers assuning account-
ability from a predecessor vill certify that as of a specified date
and voucher mumber he has assumed accountebility.

C. ihen upon the assunption of aocountabllity there is any reason to
suspect misuse or missppropriation of property, non-complisnce with
régulations or other such conditions » & physical inventory will be taken
to the extent deemed necessary by the sccountable officer's superior.

III - B
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8. BELIZP FROM ACCOURTABILITY

A. Accountsdle officers will terainate acemmtability when material

in transferred to another sccountable officer, issued for immediate

use (expendsble msteriel only) loses its identity vhen issusd for incor-
poration into other materisl, disposed of as unserviceable, entered on
& Swrvey Report, or an spproved Inventory Adjustsent Report.

B. The Chtef, ligistics Offics or Senior Representatives may :uthbriae 25X1C
teraination of accountabllity under the following special circumstances:

(2) Wben unforeseen situstion arises requiring the immediste sbandon-
mnt ar destrustion of matertel.’ ‘

(3) VWhen materiel is lost, destroyed or damaged beycnd repsir as

& result of the sction of a foreign government, group or individual
providing such loss, destruction or dsmage did not in any vay result
from the wiliful aet or negligence of any representative of the

U. 3. Government. :

(1) Vhen materiel is required to be used ss & medium of exchenge
provided such exchange is of bensfit to the United States Government.

- {5) Hon-experidable fssued for use in an operational project when
' Tracovery is not possible or uwnlikely. B

i (6)  "Cached™ mteriel, provided operating elements maintain records
- of quantitiss apd loeation. - S - IR

9. ACCOUSTABLE REQORDS

Accountable officers vill maintein the following basic records for the
purposes stated: - - S :

A. 8tock Record Cards: The basic instrument of stock control, a separate
card will be mainteined for each line item of materiel involved. Stock
record cards will show by line item and voucher number & record of each
transaction affecting sccountability. They will also show a record of
materiel "Due in" to the accounteble officer and a record of materiel

"Due out” to opersting elements.

B. Voucher File: Each receipt, issue, shipment or other action
affecting mccomtability will be recorded on s preséribed fora and will
be considered accountable vouchers. Vouchers will be numbered consec-
utively beginning with each fiscel yesr. Except vhare othervise speci-
ficklly prescribed, each entry an a voucher will be posted to the appli-
cable stock record card. All vpuchers will be fi)ed in the voucher
file in.maserical sequence. A Voucher Register will be meinteined in
conjunction with the voucher file. Issues of materisl purchased loeally
- for 1mmediste use and of & non-recurring sature need not be posted to

Approved For Rélease 2002/02/11E %) /- FBDP78-03985A000400010042-7
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the stock record card. A certificate on copy of Receiving Report sign-
ol by the user will suffice.

C. MNemtwandum Reoceipt Piles: A record of non-expendable property in
use, hereafter referred to ss "Memorandum Receipt Property” will be
meintained by the socountable officer. This recowrd will cousist of &
oopy of esch issue document and turn-in document and o prescrided form
for retording transactions. Accountadle officers will issue a consoli-
dated memoranduns veceipt at least semi-ammually to each responsible
officer, and upon changs of respensidle officers. Oonsolidated memoran-
dun receipts vill list all yroperty properly chargesble, Responsible
offiocers will verify consolidated memaranium receipt quantities by in-
ventory of property on hand, tele proper aotion on shortages and report
overages to the agcountable officer. Responsible officers will main-
wnunmammnmmmmmmmum.

10. mumm

mrollwingrmmtmm1edmmtsmdu1mhcrutosmk
Records Acemmtu

A. ZIssve Document: A document for recording issues of material from
agcountable officers to responsible officers or operational cowponents.
Hon-expendable eguipment will be issued on Issue documents with the
tern. "Memorsndum Receipt" stampesd or otherwise indicated on the farm.
Accountability will not be terminated vhen non-expendable materisl ie
issved on issus documents (except as preseribed in para. 8, Sec. B).

B. Turn-in Doowment: A docusent for neurding turn-in of material
from responsbile officers or users to sccountable officers. Twrn-in
documents indicate actions which ars the reverse of those racorded on
um documents.

C. 8Shipping Documeat: A dooument fon rccurd:lng transfors of material
between accountable officers.

D. Receiving Report: Documant mpu'ed by scepuntable officers to
record receipt of material obtaired by procurement action.

E. Inventory Adjustusnt Report: A document used to adjust operational
losses discoversd in inventory of accountable officer's stocks. Inven-
tory Adjustwent Reports used for this purpose must be signed by the
accountabls officer and spproved by the superior. The accountadle officer
and approving authority will assure that the use of Inventory Adjustment
Reports to adjust inventory discrepancies is not sbused. The Inventory
Adjustment Report will not bde used to adjust discrepancies in property
issued on Memorandum Receipt. Inventory Adjustment Reports mey be

used in various administrative transsotions not affecting accountadility
such as changes of stock nusbers, nomenclature, eto.

III - B

SECRET
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F. Burvey Report: Survey Reports {er Report of Survey) are documesnts
used to terminate accountability for progerty lost, destroyed or dsmeged
under questicuable circumstances (see See. .5.

11. AOQCOUNTING "SPOT CHECKS"

To discharge more fully his responsibilities for publie property, the
Acoountable Officer will yequire continucus "Spot Cheeks! t0 assurs the
observance of proper oave, uUse, handling of and secounting for supplies
pertaining to his supply sctivity. "Spot Checks" will conaist of inventory-
mmmckmmsmkmmw.unw;m {selected at

accuracies, sppropriste authority will determine the extent and cause there-
of, and will instigate corrective action as required under the eircumstances.

12. DISFOGAL OF ACCOURIABLE RECGRDS

Disposition of inactive stock records and voucher files will be made after
final audit and will be in sccordance with the Agency Reecrds Disposal Schedule.
13. ACCOUNTING BY SERIAL NUMRERS |

Sensitive and expensive equipment which bears serisl mabers, such as
typeuriters, veapons, cameras, watchbes, ete., will be aecounted for by
serial nimber when 1ssued for use. This will be sccomplished by recording
the urii__;l_.jn rs On lssue nts and turn-in dnqmntu.

14. ACCOUNTING FOR AUTOMOTIVE VEHICLES

A. In addition to meintaining regular stock reccrd cards for each
mode]l, make, and type of autcmotive vehicle » an individual automotive
vehicle record will be maintained by the accountable officer for each
separate vehicle. This record will contain the mke, model, type,
chessis number, original cost, date of purchase, motor number eand the
name of the individual respcnsible for the vehiele » and a list of the
accessories attached to the car. :

B. The Chief, Logistics Office, will sccount for all Aganey-ovmed
vehicles to vhich an individual or organization holds title and will
mintain, in addition to those records shown in A, above, a "Declara-
tion of Trust" properly authenticated and signed by tbe responsible
1ndividuval. ' :

Approved For Release 2002/02/11 : CIA-RDP78-03985A000400010042-7
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15. USCLASSIPIED DOCUMENTS AND POREIGN BOUND BOOXS AND PUBLICATIONS

The Chief of the Agency Library is sccountsble for all unelassified

bound Dooks and periodicals obtained by purchase, with the following
sxeeptions.

A. Desk dietionuries, Goverament manuals, style manuals, and such
publications listed in tha (IA catalog. :

B. Reailily availsble English langusge periodieals and newspapers which
are not designated as Official Litrary Copies.

25X1A C. Books and pericdicals scquired by I roreign fielsd
activities. :

D. Publications purchased for the Geographic Division for the purpose
of Toreign exehange.

E. Those books and periodicals whieh, in the judgement of the CIA
Livrarian, are of value for intelligence purposs only for s relatively
short pericd of time, or which for other reasons should be considered
as expendsble property.

16. RESPONSIBILITY

A. Responsidbility is e¢harged to any individusl to whom publie property
has been entrusted and who is charged vwith its ecare and safekeeping,
vhether in use or in storage. Reaponsibility arises from possession,
or supervisory responsibility over those who are in possession.

B. The terms "saccountability”" and "responsibility” are not synonymous.
Accountability is assumed only by officially sppointed individuals.
Responsibility falls upon anysne charged with care of Government property.
An accountable officer 1s both accountable and responsidble for property
in his physical custody. He is accountable for but not responsible for
non-expendable property in use by responsible individusls. He is

neither accountable nor responsible for expendeble meteriel which he

bas 1issued for immsdiate use. Responsidble individusls are responsible
for all meteriel expendsble and non-expendable in their custody or under

17. OFFICE HEADS' RESPONSIBILITY

Office Heads are required to insure that property within their respective
offices is properly ssfeguarded, handled and meintained, and that there is
o sccumulation in excess of actusl needs.

IITI - B
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18. SENMOR REFRESENTATIVES' RESPONSIBILITY

Senicr Representatives of the Director of Central Intelligence are
required to ensure that servicesble property, for both supply and operational
purposes, 1s availsble for thoss activities under their jurisdietions.

19. DEPOT AND STATION CHIEFS®' RESPONSIBILITY

Depot and Station Chiefs are required to ensure that property within
their respective jurisdictions is properly safeguarded, handled, maintained,
sdministered, and accounted for. Yt is essential that eash Depot and
But;mcmrulmnthtthmurdmtyumhnm. that it is in
servicesdbls condition, snd that it is properly cared for and used; and
equally important, thttmumnemtmamtyinmnof
authorised levels, allmwances, or needs. ‘

20. DUPIES OF RESPONSIRLE OFFICERS

A person in charge of s specific sctivity is responsible for all
property pertaining to that actlivity, vhethar he receipts for it or not.
It is the duty of this individual to attend personally to its security and
to supervise such transsctions himself, or cause them to be supervised by
coopetent persounel. He has the following responsibvilities in connection
vith preperty. .

A. Have in his possession, in serviceable condition, sush articles
of authoriszed equipmsnt as are required for the proper performance
of the assigned mission of his activity and vhich he ean properly
mintain, sefeguard, and employ .

B. Determine; by frequent inspsctions, that all articles of equipment
on hand are complete and servicesble.

C. Ensure that all persons under his jurisdiction are properly in-
structed in care, use, and maintenance of property, and rigidly enferce
such instructions. '

D. Maintain records of receipts and issues, when preseribed, wiich
will re_flqet at all times the status of all property for his aectivity.

E. EHave the necessary actios taken as hereinafter preseribed in the
cage 0f loss, damege, or destruction of yroperty forr which he is re-
sponsible. , B

F. Designate one or more suthorized representative(s), 1f required,
to receipt far property.

III - B
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G. Have all property in excess of authorized allowances, levels and
:nudl turned in to the appropriate Accountsble Offieer.

21. RELIEF FROM RESPONSIBILITY

When e responsidls individwel is relieved from & position, he will
without delay, turn ia property for vhich he is responsidle or transfer it
to an authoiiced successor, and sffect settlement of his responsibility.

It will de the duty of each Office Head, Station orf Depot Chief to see that
settlemsnt is offectad before the dsparture of the individual. Any property
not transferred to & suceessor vill bs taken possessicn of by the appropriate
Accountable Officer, vho will issue a credit fox such property and furnish

& copy thereof to the individwml. If s are found to exist, or if
damege (not the result of fair wear and tear) is discovered, the Accountable
Officer will advise the persom coucerned, with a view to obtaining an adjust-
ment. If no edjustamat ean be sffected, the matter will be turnsd over to

& Bosrd of Survey, vhieh will fix yresponsibility.

I1Ir - B
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PAR: III = SUPPLY, Sk

The Chief, itics Office, will be ible for the development

and maintenance of an Agency Supply Catalog in sccordsnce with Public
laxe 152 avd 75, 8lst Congress, and such govormenm directives aa have
been or mey be issusd.

20

3

MISSIoN
Inclndod in the above responsibilities ares

A, The conversion of data pertaining to items of supply into names and
doag:fiptim suitable for use in the Agenecy Supply Catalog.

B, The maintenanoe of such liaison with Government agenciss and commercial

© firms essential to the development and mintenanco of Agenay Supply

catmggo

Co The development of a stook olassification nystem using, when avaﬁ.ablss
ftem names, description patterns, and item descriptions prescribeqd by

ihmitgeons Board Catalog Agency (MBGA) and Americap-Biitish Classification
ABSC),

D, The maintenance of such records and statistiocs as ..ay bs necessary

f6r the accomplishment of the abovo and for such informational uses as
are required,

BOLICT

| A, Agenoy Catalogs and revisions thereto will be the sole sourcs of .

property classification for such items as are contained therein,

B, All organiutioml components of the Agency will use the Supply
Catalog to ensure the use of correct stock mmbers and descriptions
in preparing requisitions.

C. All property for which there is a recurring demand will be identified
with a stook mumber and proper deseription, which will be assigned insofar
as poasible in confoimance with prooedures established by HBGAD Wy tie
Catalog Braneh, Supply Division,

D, The classifieation of property as to expendability or non-expendability
will be as presaribed by the Munitions Board Catalog Agenay. The exe~
pendable or non-expendable status will be shown in the Agenoy Catalog.

Eo Regulated items will be so :l.ndicated in the Agency Supply Catalog.

Approved For Release 2002/02/f$¥ftAQRDP78-039 QB Foos2-7
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PART III - SUPPLY, SECTIOR D - STOCK LEVELS

1. 8tock levels are authorized ar directed quantities of materiel to be
maintained on hand and oo order in anticipation of 1ssue demands. Levels
of consusmsble materiel, on vhich valid consumption or usege data has been
obtained, are normlly exprassed in terms of "days of supply" while levels
of non-consumable matariel, such as fixed equipment and special items are
noraslly expressed in terms of fixed quantities dy unit of issue.

2. Stock levels consist of tvo essential parts which ares
A, Stoctkege cbjective, the amount of materiel ¢o bc.mntn.incd on hand.

B. 'Pipeline time" ar "ordering-shipping time”, the average tims which
elapses between the ordering of materiel and reeeipt. Pipeline time
varies in actordance with distance from source of supply and other such
factors. Pipeline time has & direet effect ca stock levels, but not

on stockage objective. The pipeline time expressed in days of supply
rejpresents the quantity of material vhich should be on order at all times.

3. Bafety Stock levels are levels of essential material established to
insure continued operstions during minor interruption of normal replenishment
or unpredictabls fluctuations in supply demand.

L. Standby Lavels are levels of vital materiel established when infrequent
use would not otherwise Justify the establishment of levels, and the lack
of vhich might cause serious consequences. Example: Parts for fire fight-
ing equipment. '

5. Seasonal Levels are levels of material having sessonal use such as fuel
for space heating, winter clothing, etc. Somsonal levels must be given
careful consideration in crder to hive required material available when needed.

6. Btratagic Levels are levels specificslly authorized or dfrected for stoek-
plling sateriel for future possible use or as emsrgency reserves, Strategic
Levels vill nét be considered a part of the normsl stock levels of Depots or
Stations.

T.. BASIC POLICY

Pollowing is the Agency dasic policy concerning establishment and mein-

tenance of stock levels contingent upon availability of funds and storage
facilities.

A. The Chief, Logistics Office, vill direct the levels to be established
in Gensrsl Depots end Specialized Depots. :

B. Except as otherwise specifically suthorized dy the Director, the
stockage objective of Field Depots will not exceed 180 days.
IIX D
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C. Exaept as othervise specifically authorized by the Director, the
stockege objective for Field Stations vill not exeeed 60 days.

D. Except as specifically authorized by Senior Repressntetives or Chief,
Loglstics Office, Field Btations will not establish stock levels for non-
expendadle equipment when unit cost exeeeds $20. (Equipment in use does
oot constitute s part of stock levels).

. 7VTield Depots and Stations will determine "pipeline time" for speecific
item dased ou sxperience and forecast. The stock levels for items will
vary according to variations in pipeline time. Exaamples: A Station
maintains a stockage objective of 60 days supply of a certain items.

The pipeline time is 120 days, therefore, the stock level is 180 days,
vith generally 60 days stock on hand and 120 days stoek on order.

Senior Representatives will pericdically review "pipeline" data used

by Fleld Depota and Stations.

F. BSenior Representatives may authorize establishment of Safety Levels
and Standby Levels within the limitations of para. Tb and Tc, sbove.

III - D
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PART II3 - SUPPLY, SECTION E ~ REQUISITIONING

A. A requisition is o.document wherely components of the Agency,
foreign and domestic, request material from authorized sources of
Supply. (Alse see Section H, Issue and Use of Govermmamt Property) o

B, Agensy oomponents are suthorized to requisition saterial within
the prescribed allowunces set forth in current Budget Appropriations,
Tables of Allowances, Tables of Equipment, Material Allowance Lists,
or other published al1ovance authordty. -

C. Station and Depot Chiefs are authorised to initiate requesta for

material through proper chammels, and such authority mey be delegated

to Acoountable Officers,
D, Supply agencies will furnish all ccmponents of the Agency within

their respective sphere of eupply responsibdlity with instructions as
to the procedures governing requisitioning of natarial.

A, Headquerters ‘roquiaitiona for the following types of materials will.
be forwarded through the Office indicated below for technical guidance

. and/or approval prior to issue by the Logistios Office.

(1) Exscutive Furniture - Authorized for Assistant Directors,
Office Heads, their immediate staffs, grade G315 and above, amd
supporting seoretarial staffs, Approval by Chief,Logistics
Office. : -

(2) Ordnance Supplies and Equipment « If utilized in the Depari-
mental area, Approval of Ohief, Inspection and Security Oifice,

(3) Surveillance and Photographic Equipment = Approval of Chiel,
Teohnical Services Office, - . _ -

(L) Communications Supplias and Equipment = Approval of Assistant
Director for Oommmnicaticns. . ' .

(5) Medical Supplies and Equipment - Approval of Clifef, General
Services. . ‘

(6) Reoroduction Equipment = Approval of Chief, Administrative
Servicea. -

(7) Business Mschines and Equipment and Forms rot previously
approved, - Approvel of Chief, Organization and Methods Servies,
Office of the Comptroller,

-‘1-
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5. BEQULATSD.IIREG
A. Regulated items are major items of msteriel which reguire close
oontrol because of ocost, sensitivity, limited application or other -
such fastors, Regulated items vill be indicated as such in the Agenay
Stook Catalog. Oentral prooursment or shipment of Regulated Items
from Specrialised ov flenaral Depots w111 be controlled by the Chief,
Logistios Office, - Coentrol of Regulated Items locatéd physicslly with-
in their areas of resporsibility rests with Senlor Reprosentatives,

6.

A, Requisitioning chanmels will normally be from User to Station,
to Field Dopo_t, to General Dapot. . '

B. . Where Pield Depots do not exist, requisitions will be submitted
to General Depots directly from Statlons,

C. - However, requisitioning channels as presocribed above will not
be placad in effest until speoifically authorized by the Chief,
Loglistics Office, -

1= E
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PART III - SUPFLY, SECTIOR P - DISTRIBUTION AND TRANSFER OF PROPERTY

1. DISFRIBUFION

Ganerally, the distribdution of centrelly procured agency materiel will

be from procuremsnt to General or Spesialized Depots to Field Depots to
Stationn to Usexs.

2. EE-DISTRIBUTION

The Chief, Logisties Offics, will re-distribute Agency material assets as

‘required 0 meet overall requirements. Senior Representatives will re-distri-

bute assets under their coctrol to meet Operstional requirvements or 10
utilize excess materiel to the fullest extent.

3. TRABSFER OF OOVERIMENT PROPERTY

A. To or from Government agencies:

Transfers of Government property from other Government agencies may
be accepted on bebalf of the Agency by those imdividuals designated by
memorends from the Chief, Logisties Office or Senior Representative,
vhichever is appropriate, and one copy of such memorands will be kept
on Pile in logisties Office. Transfers of Agency property to other
United States Government agencies may only be made vith written consent
of Chief, logistics Office, or his designee.

III -7
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C. Treasfer of Government proparty to foreign governments
When, as dstermined by the Director, it is operationally

advantageous
to transfer Agency property to a foreign government, themgl.aucs Office
wuusmmuunnummm

Iir -1
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PART III - SECTION G - AUDJT & INVERTORY

1. AUTHORITY

a. Accountable Officers will inventory all u-u under their control
to assure & complete or eycle inventory at lesst esch ywar.

b. Records & materiel sre subject t0 inspection st any time.

¢. All Agency property acocounts are subject to sudit and inventery
unvler the direction of the Auditor-in-Chief.

2. PURPOSE
The purpose of audits and inventories are:
a. To make physical examinations of materiel ca hand and in use.
b. To condust reviews and inspections of the property accounts.

c. To ensure that the interests of the United States Goverument are
being mi:ntcined by proper accounting procedures and controls.

3. RESPONSIBILITIES
Office Hesds, Depot Chiefs, Station Chiefs, and all other personnel

vill cooperate tn the fullest extent possible in the copduct of audits and
inventories and will make availabdlet

a. Personnel necessary to eccomplish the audit and inventory.

b. Correspondence, voushers, and records of procurement and supply
activities.

III - o
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FART III - SUPFLY, SECTION H
ISSUE AND USE OF QOVERNMENT PROPERTY
1. ISsuEs

A. Issues will Ve made only for avthorized purposes, vithin suthorized
allowances and to suthorized individuals.

2. wm
A. Supplying activities are authorised to make substitutions in érder to -
meet requiremsnts from available essets wben such substitutions will
cbvipusly £ill the requiremsats, security econsidsred. Otherwise, substi-
tutions will not be made except upon approval of requestor.

3. VUSE OF GOVERMMENT PROPERTY

A. Employees of the Agency will not use Govermment property for private
use or persosal gain {viclations of this regulatiocn srs subject to
severs penalties by pudblic law).

h. PRCPERTY LOANED T0 ORGANIZATIONS OR INDIVIDUALS NOT PART GFf THIS AGENCY

A. When property is suthorized for loan, documents reeorung the loan
will show:

(1) Authority for making loan.

(2) Nateriel involved.

{3) Issuing date, and custodisn by name snd organizationm.
(k) Approximate period involved.

B. Authorizing individuals will sasure that such loans preclude mometary

loss to the United States Government, except in the interest of cpera-

ticnsl attairment. The Chief, Loglstics Office, and the appropriate

Seniér Representatives, or their designees, will be the suthorizing 25X1C
officials.

III - H
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PART IIX -~ SUPPLY, SECTION I - MATERIEL DISPOSITION
{mor INCLUDING ISSUES, TRANSFERS OR LOANS)
1. DFFIRITIORS
Msteriel to be disposed of may bes
A. CONDEMNED PROPERTY

Property which has been condemned as a mensce t0 health, or which
bas becoms nservicsable clearly beyond practicable repeir.

'mmmummummmmm‘wa
to de surplus.

C. OBSOLETE PROPIRTY

Property whieh has been or is being replaced by equipment which
better serves the purpose: Property which can no longer sdequately
perfm the missioa required of it.

D. sSALvAGE

Property that has some value in excess of its basic mteriel eon-
tent but which 18 in such condition that it has no ressonable prospect
of use.for any purpose as a unit, end its repair or rehabilitation fer
use as & unit is clearly impracticabdle.

E. SCRAP

Personal property that has no value except for its basic materiel

eontent, and inecludes waste.
P. SURPLUS BROPERTY
Fublic jroperty that is not required by any Government Agency.
2. METHODS AND INSTRUMENTS OF DISPOGAL

A. Salvage and scrap will be sold if passidble, othervise it will be
disposed of by the best means available.

B. Accountability for condenned property may be terminated by execution
of a proper certificate by the appointing suthority to be filed in the
accountable officer's vouchers. Upon condemnation, property becomes

scrap or salvage materiel snd will be disposed of as specified in 2A above.

IIr - 1
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Fileld Procedures Manual.

D. Obsolete property vill be used to the maximum extent possible.
nuumuwnnmnmumnmmmnm
still be utilized for operational purposes.

3. Regulated items will not be disposed of as m, scrap or salvage,
until reported to tha Chief, Iogistics Office.

L. Depot and Station Chiefs will utilize availsble Department of Defense

facilities to the maximum extent possidble in disposing of materisl authoriged
for local Adlisposition. "6
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PART III - SUPPLY, SEOTION J - BOARDS OF SURVEI

1. AMdswicatomlisdwminqﬂﬂngutothostam _
or condition of Government property which has been lost, deatroyed or damaged
or othervise rendared upavailable for its intendsd use; for determining or
relieving respovsibility therefor; and making recomnendations for its future
agoountability snd/or disposition, ,

A !hopxlaotchrdotmutoutfoﬂhformmmng
authority faots and circunstances relotive to the condition of the
wmmmmw-mgrmmmmeaa
damage, loss, or destruction; to determine or relieve from responsikdlity
for such lose or damage; and to recommend appropriate acocounting action.
and disposition of the itens involved., Such aoction le designated as a
Rapert of Survey, :

3, A Report of Survey will be required undor the following circumstancess

a, When property is lost or csmnot be accounted for (Except for "opers-
‘tional losses” in the accounts of Accountabls Officers)

" b, When property is destroyed or damaged, except by fair wear apd tear,

0. When property has been missppropristed, misused or disposed of in
-an unauthorised mamner.

4o Reports of Survey will be sutmitied by responsible individuals within
thirty days after discovery of conditions requiring Reports of Survey,
When ‘this thirty day period 1s exceaded, an 'o:.pla;;s.t:ifon. will be furnished.

8. Departmental Headquarters Board of Survey will be composed of membors
" ap listed below and authorized to act on matters psricininig to loss,
" dsmage, destruction, theft, or disposition of public propérty for which
CIA ie responsibles R AR

Gtatman - Deputy Asst. Deputy (Inspection & Security) |

Member and Legal Advisor 7 . Assistant General counae}.
Member and Recorder Deputy Chief, L#gist_:lca_ Office
 Member S+ hssistant Comptroller

Three munbereﬂ'ili constitute a quorum,

bo The Senior Representative will establish a Board of Survey in his
area, to serve in the same relationship as the Departmental Headquarters
Board of Survey to the Deputy Director (Administration). Investigating
Officers will be appointed by the Area Board of Survey, Depot Commanders,
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c. Depots and Stations will estadlish a Board of Survey eénsisting of
one ar more persons. .

6. DY WEQM APPROVED
e. HEADQUARTERS

(1) The Deputy Director (Administration) will be the approving
suthority in all cases of survey in excess of $1,000.00.

{2) Exoept as stated in b and ¢ below, the Departintal Headquarters
Board of Survey vill be the approving suthority in all cases of
survey less than §1,000.00. _

(3) In cases where pacuniary responsibility is established, the
individusl may eppeal, in writing, through the Departmentsl Head-
quarters Board of Survey within 30 days after receipt of notifica-
tion of such liability, to the Agency Director.

25X1C

c. OVERSEAS AREAS

{1) The Deputy Director (Administration) will be the approving
authority in all cases of survey in excess of $1,000.00.

{2) Except as stated in (3) & (4) below, the Ares Board of Survey
¥ill be the approving authority in all cases less than $1,000.00.

{3) Station Chiefs may take final action on Reports of Survey not
in exceas of $100.

{4) Depot Chiefs may take final aetion on Reports of Survey not
in excess of $100.

{5) In cases where pecuniery responsibility is established, the
individual may appeal, in writing, through the Departmental Head-
quarters Board of Survey within days after receipt of notifica-
tion of liability, to the Agency Director.

7. DUTIES OF 'THE DEPOT AND STATION BOARDS OF SURVEY

P78-03985A000400010042-7
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e, Inspest the property upder survey and thoroughly examine the circum-
stances attending its status, «

bo In,theucaao of loatm, or uia“sugm artm:"i:m Boa:ﬂwiwillw o
when possible, inquire the causes )
taking into oonsideration what measured were token to prevent such loss
or Mg : R ‘ )

6. In the case of damgod perty, satisfy iteelf that such damage
was or was not omused by uﬁgu intent, negligence, or oarelessness,

4. Determine the momstary extaut of such dumage ond whether soonomical
repairs can be made,

8.

HE HEADQUARTERS

BOARD OF SURVES 25X1A

a. Review all Reports of Survey in excess of {100 submitted w-
activities, '

b, Review all Reports of Survey in excess of $1000 sutmitted by activities
under the control of Senior Representatives, :

6, Determine by review that.proper and édeqmte aotlon has been tuken
by responsible activities, '

- ds Tako final action as indicated in par éa,
9%,

&, Review all Reports of Survey in excess of 100,

b, - Determine by review that proper and adequhto action hus besn taken
by responsible asctivities,

6. Take finpl action as indicated in par 6.

10. POLICY O PEGUGIARY LIARILITY

The Agency policy on ussessing pecuniary liability is 1isied below far
the guldance of Station & Depot Commanders, Senior Representatives and
Survey Boardss :

&g Individuai'nesponsibdlity: When property issusd to an individual
for his express individual use becomes the subjedt of a Report of
Survey, that individual will show cause why he should not be held liable,

b, Supervisary Responsibility: When property for which an individual
has supervisary responsibility bacomes the subject of u Report of Survey,
liabllity will not be acceased unless cme or more of the following come -
.ditions are erichlighed beyond a reusonable doubt: : ‘

(1) The responsible individual.did willfully cause, or allow to
be caused, mlsuse, ‘misappropriation, ajuse, or unlawful disposal

of Govermmept nar B
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(2) willful noncompliance vith regulations and directives to
the extent that such acts or omissions were direct causes of the
conditions which required a Report of Survey.

{3) Oross negligence.

(k) Otber contributing factors constituting reckless indifference
to consequences.

FINDINGE OF THE BOARD OF STRVEY

a. The report will generally be confined to findings of facts and recom-
mendations.

»b. m:-muumummmmm«m“muﬂam
or individuals are found to he responsible.

¢. Indieate the sction to be taken on the disposition of property.

d. Where all mesders of the Board concur in the findings, the report
will be signed by each mesber so indicating.

e. Should a nenber not conswr, he shall submit a signed minority re-
port to be embodied in the record immediately after the majority report
is wade,

SUBMISSION OF INVESTIGATION AND REPORT

Ths investigation and reparting sction of the Board of Survey will nor-

mally be completed and returned within 20 days of date or receipt of Survey
Report. When unforsesn complications are encountered, the convening authority
will authorize extensions until completed.

Security Information
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PART IXI » SECTION K = REPORTS

1. GENERAL |
a. The Ohief, Logistios Office, will initiate, maintain, monitor, and
mtrolmtcidroport&nganduporﬂngm for the Agency, which
will emable the Agency to: _
(1) Determine procurement and storage requirements,
(2) Assign and control the utilisution of materiel.
(3) Determine the ourrent status of stook by looation.

(4) Compute the monetary valus of all or any part of the property
in storage or in use by the Agency.

(5) Direct tha trensfer of materiel within or between areas, .

b, Senior Representatives may institute such reports within thelr
realiis of responsibility as are required in carrying out their missicas,

EASL




